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REGISTERING AS A USER

Bounty Cook Colliery Contractor Management System

Please follow this step-by-step guide to register your business in the Bounty Cook Colliery Contractor Management System.

(e Necount

e & N

Your Full Name ™

Username *

Password *

Password

Recover my password

£ Create Account e

Step 1 Step 2

For first time users, click “Create Account.” To create an account, enter a username, email
address and a password. Once you have filled in
the marked fields, click “Submit.”
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REGISTERING AS A USER

Thanks for

creating an

aceountt

i

Eetumto Login

Step 3

You will now be sent a verification email to the
email address you provided.
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PLEASE NOTE,
THE ACTIVATION
LINK WILL EXPIRE
WITHIN 2 HOURS
OF BEING SENT.

Password

Recover my password

< Create Account

Step 4

Activate your account by clicking on the link
in the verification email. To sign in, enter the
username and password that you created.



REGISTERING AS A USER

Community Select Authorised Contractor System

For Questions or Assistance please call 1300 305 072

User Profile

Account Details

Your account has not been activated. To activate you must follow the link in the activation email which was sent to you at the time your account was created. You may resend the
activation email by pressing the 'Resend Account Activation Email' button

Username *

testerl

Email

testing1@maildrop.cc

Personal Details

First Name

Tester

Last Name

One
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Please note

If the activation link you are sent
expires, you will be redirected to this
page. Please complete the required
information to resend your account
activation link.
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RECOVERING YOUR PASSWORD

Lo g IN

Login
provided instr

Recover my password

Logins

Step 1 Step 2 Step 3

Click on “Recover my password. Type in your email and select “Recover.” An automated email will be sent to you. Please
remember to check your junk mail.
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RECOVERING YOUR PASSWORD

Account Recovery
Falin ranoesaid |

A et haa hadn mada 1n mest waur aceourt paren . Cles tha talawing Ink io oraka @ rew Rasswn i

= —— E—— — — —

A lirk wil axpira within £ haurm of Baing sam

Plensa notia: Iha raply addses tor this amall 15 ek maninmsn.

Arsanly

Pigacun Supaord
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Step 4

Once you receive the email to reset your password,
please click the link provided.



REGISTERING AS A USER

Change
Password

Password

ulky changed

Re-Enter Password *

Please fill in the marked fields

Step 5 Step 6

Enter your new password in both of the fields. Your password has successfully been changed.
Your password must be a minimum length of Please login using your username and new
five characters. Next click “Change.” password.
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REGISTERING YOUR BUSINESS

Pegasus" AHionw K Pogear: = Onsite Company Compliance Portal

For support please call 1300 441 433

M Houme

H Manage My Business B‘ l._,- E:- |. r_] E'E"S DEJEEI .l

Dateils

s Registration
o bkact the: counbry that ywour business operates n.
B MManaga My DHfice

Locations Australia Changs

=l Liosgoiit
Mleasa entar tha ABM of vour business (without spaces) snd dick Saarchl

& | wouir Dlsiress 6 a0 6 fhe resid s, Chok " Ragistes with thas Dl sinass’

& |0 DLigires: ie ot ligtsd i the resiim, click Add this bucinecs

Dhan't kreowe your ABMT Find it hiere.

ABM Sesrch

Step 1

Australian based companies enter your business ABN and click “Search.”

Companies based in countries other than Australia, select “Change” in the country field and enter the correct country. Enter your business number and
click “Search”
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REGISTERING YOUR BUSINESS

Registerad Business Name ONSITE TRACK EASY PTY LIMITED

ASIC Number 098220743

Select Preferred Business Name

ONSITE TRACK EASY PTY LIMITED

"ONSITE TRACK EASY'

First Last

2 Item(s)
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Step 2

Select your preferred
business name from the list
provided, then click “Add this
business.”



REGISTERING YOUR BUSINESS

Business Details Registration

Flease complete the business details form below.

Business Details
Repistzred BusinessM... OMNSITE TRACK EASY PTY LIMITED ABN  B4098220743

BuzinezzMame "OMSITE TRACK EASY" Country  Australia

Contact Details

Marne *

Email

Step 3

Enter the business details in the form, agree to the declaration and then click “Request Registration.”
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REGISTERING YOUR BUSINESS

Step 4

Read the Business Registration information then click

“« . ”»
Inorder to become an autharised contractor, you must mest all criterla set by Pegasus and satisfactorily complets the following steps: Contl nue.

Company Registration

1. Complete all sections of the Company Registration Questionnaire, including Agresments.
2, Upload zll relevant licenses and insurances as requested. You will need to upload current documents that can be verified agzinst the ABN and Business Name used to register.
3. Complete the Safety Management System sssessment if prompted.

Pleaze note you will be required to lete the full or reg ion process before you are compliant.

e

Step 5

Complete the Business Registration
questions.

Please note, some questions will require a
typed answer.

Company Registration

Business Details ) ———

Please select your business structure/type,
@ Private Company

Sole Trader

Joint Venture/Alllance

Partnership

Public Compary

page 15



Company Registration acription ncument Liploads

REGISTERING YOUR BUSINESS

Questonnaire Summary

Business Details Undate snewers »
High Risk Categories of Work Updete snswers >
Work C-EItEl_?,'OriE‘S Update enswers }
Insurances Updats arswers ?
Demo Components Update answers »
Accreditation Update snewers >
Confirmation Updsts anzwers >

€ Back Submit Answers

Step 6

Please review your Business Registration answers in the questionnaire summary by clicking on the arrow (>) to expand your answer. Once you
are satisfied with your answers, select “Submit Answers.”

If you would like to adjust a question, click “Back.”

Once you submit you will not be able to go back and change your responses, so please do take the opportunity to reveiw.
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ANNUAL SUBSCRIPTION

Vendor Registration Subscription Document Uploads SMS Review - High Risk

Payments made to Pegasus are for the verification of uploaded documentation and auditing as required.

Under no circumstances will a refund of feez be granted after the document verification process has commenced.

Safe Transport Assessment

Safe Transport Assessment Uploads

If you are ready to proceed pleace go to the next page to make your payment by Credit Card through Paypal or via a Paypal account. Once the payment has been completed a tax invoice will be generated automatically.

Crumsur s, Upluzz S5 Review  Hiuhi Riss

Wi | neat to purchasa e tallewding mubeerpsinn| )
Subscrinton type Dwration

P utsip o lon Wisy g Lal

Seleaiplion sl odalion besed oic S enar -

# mnnued guleuripian

Peazus - EMEWsy Swd = Foe

Subzcription <ol oullation beszd anc Zyears v

LI (28 R TR ERE B (TR

Sals Tiarepn L Sspeswnl

Expires

K ke A

ol 2017

Sulo Tramsp L Aaessrionl Lishoasd:

Cozt Tax Total
F1IEy 511 1111
LD B0 1330

Total 4490 AUD

raymal
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Step 1

Read the subscription details, then
select “Continue.”

Step 2

Your subscription type may be spilt into
two types, the first will be your annual
subscription and the second based on
the category of SMS audit required.
Purchase the subscription by clicking

”

“Pay”.



ANNUAL SUBSCRIPTION

Step 3

Four order summary Chooehs Sy oow You can pay for your subscription using the following options:
Resccptons Aaows * Pay with my PayPal account PayPaI =

1. Using an existing PayPal account.

Email

te

If you choose to pay via PayPal, you have the option to save
these details and create an account with PayPal.

PayPal password

O his 1s a private computer. Whats this

_Logia | 2. Pay with Credit or Debit card.
Eorqotten vour email A0MOSS Of DISIWOI?
Please note you do not need to have a PayPal account to make a
payment via this method.

» Pay with a credit or debit card

Cancel pad return to Tesd Busness's Test Store

ser Agreement Combined Francial Services Guide and Product Disclosure

Step 4

Once your payment has been executed successfully
you can view and save your invoice. To continue,

Wendor Renbtraton m Dizcumzre Uploads Sh 5 Resdewr- |l Rlsk Safz Tramsport Azszssment Safe Transport Assesement Laleads

Payment successful. Please click next to continue with the process.

select “Next.
Product Dezcripion Cost Tam Tetal Cost
Fagasi =B RECTTI N T WiEY parral FREARI R MG LI M Wiy a3 $m ki) A
Pepazars SMEVEy Sudt Me Pepeauy SVEVEy Audil Moz $300 130 3330

Total $440 AUD
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UPLOADING DOCUMENTS

Step 1
Document Uploads
Please proceed with document upload by clicking on the upload document button. Mote, if the same document appears multiple times, you will only be reguired to upload it once. U pload al I Of the requeSted
documents by clicking “Upload
Cerfificate Documents Status Document ”

Upload the follewing documeant

Public and Product Liability Insurance < Not Complete
Public and Product Liability Insurance Upload Document )

. . aa Stepz
< Public and Product Liability Insurance Click “Select File” o drag and drop the file into the

white rectangle to add the file.

Upload File
Fill out any mandatory fields before selecting

Drag a file here to add it. “Submit.’

Maximum File S5ize 10 MB

Supported Media Types  PMNG Image, JFEG Image, Test File, FDF File, Microsoft Word
Flle

Enter Additional Information
Palicy Mumber Start Date” End Date ”

30/08,/2017 e &
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UPLOADING DOCUMENTS

Document Uploads

Certificate

Fublic and Product Liability Insuranca

Plaasa procoad with documant upload by clidking on the upload docurnaent button. Mote, iT tha same documeant appaars multiple times, you will only be required to upload it onoce.

Dacuments Status

Lipload the following document

Pending Verificath
»"  Public and Product Liability Insurance Wiew Doocument oot Bl
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Step 3

Once all of the documents have been
uploaded and their status is showing
as “Pending Verification” select
“Next” to continue.

Please note, the “Next” button will
appear once all of the documents
have been uploaded.



SUBMIT BUSINESS REGISTRATION

Step 4
Thank You Once you have completed your
Your business profile has now been creabed. If we have any guestions regarding your application or dooumentation one of our friendly staff wil| contact business registration, select
vou using the details you have providad, “Submit.”

By clicking on the submit button on this page, your profile and documents will be lodged for werification, and you will be returned to the home page.
From here you can continue with the next step In the process by creating additional office locations and contacts.

Clicking on the Manage My Office Locations tile will allow you to create additional office locations and enter address and contact details for these
locations.

Clicking on the Managa My Businass Datalls tha will allow you to edit vour business information and edit or create naw contact detalls.
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MANAGE MY BUSINESS DETAILS

PEQHSUS v e M CRETERE S ER e BT RTRE S Onsite Company Compliance Portal

Step 1

After registering your business in the
Contractor Management System you
- N | will need to manage your business

ax i =% : details. This includes business

iaiiaga 4 B cinaes st St information, compliance documents
and transaction history.

To manage your business details
from the home page, select the
“Manage My Business Details” tile.
You can also select “Manage my
Business Details” in the menu down
the left hand side of the page.

« Ffiigst Pebe Mesieess Reoail Step 2

fa dras lale Sasdas taerhia uss

Bl | Toupdate or edit your business details ensure you have selected “Details”
o — from the tabs under the “Manage My Business Details” header.

Make any required adjustments, then select “Save.”
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MANAGE MY BUSINESS DETAILS

< Sydney Head Office

Details  Contacts  Categories

Step 3

To add a new business contact, select “Add”

uetniny | el COF

Cma =, maw

ey

Step 4

Please select “Add” for each section of information: Email
~ o N Address, Address and Phone number.

New Email

Primary Email

@

Please enter a valid email address *

Step 5

Enter the primary email address that you wish to associate to this business contact. You have the
option to make this the primary email by sliding the “Primary Email” bar to the right.



MANAGE MY BUSINESS DETAILS

Step 6 Step 7
Enter the new address that you wish to associate to this Enter the new phone number that you wish to associate
business contact. You have the option to make this the to this business contact. You have the option to make this
primary address by sliding the “Primary Address” bar to the the primary phone number by sliding the “Primary Phone
right. Number” bar to the right.

New Address

New Phone Number
Type *

Type*

e

Ak

Primary Address

@

Primary Phone Number

Country *
Australia - C)
Address Line 1" Number *

Address Line 2

City/Town * Cancel Save

State/Province * Postal/Zip Code *

Cancel Save




MANAGE MY BUSINESS DETAILS

O WO T W

=0 = a. Isan

~ o N

= Manage My Qusiness DeLails

by
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Hiws
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Fab el Produ o nk- ey oo s
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Step 8

Once all of the information had been added, select
“Save.

Step 9

To view the business’ compliance, select
“Compliance” from the tabs under the “Manage
My Business Details” header. Here you can view
subscriptions, certificates and other areas of
compliance.



MANAGE MY BUSINESS DETAILS

< Manage My Business Details

Dntai [ HETETY Campdinres Ckeearment Lkraey Traraciizm Hiska¢ Aasicorranba
a,
Mama Discriptionm lscue Date Ewgiry DaLi Status
Fterter ‘Wakitdu Irsurseis Muizba-Watick roeranen FOOESI0E el Rl
Fterter ekt Irsurseis uizba-Watick roeranen FOOESI0E i Rk K ) b Sulrritbad Winer Dirnmner
PN - e by Do perea bier RS W s Corrpmnsstion FOOESI0E 20N ITT Sulrritbad Winer Dirnmner
Pubdiz: & Prckat Linblity Insorsms Pubibiz &fer Predus Lisklitg Irsreeaes FOOESI0E ANEI0T Sulrritbad Winer Dirnmner
Tuztal: 4 . 2h ] L
<SMS Certificate
Required Documents
Upload the following document
SMS Audit Report View Document
< Manage My Business Details
Dutail Contacls Compliance Cocumunt Library Tramssction Histary Assussments
Fx
ft = Only Complets (}
Inveice Mo, Tvpe Payment Date Total Complete Invoice
3000002351 Purchase 7 Jun 2006 B 0308 PM 3110.00 Yes Wiew | mwnice
Total 1 0 i 50 100
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Step 10

You can view the details of a specific certificate
by clicking on the name of the certificate that you
would like to view.

Step 11

You can view the document that was uploaded
against this certificate by selecting the “View
Document” button.

Step 12

To view the business’ transaction history, select
“Transaction History” from the tabs under the
“Manage My Business Details” header.
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MANAGE MY OFFICE LOCATIONS

PEQHSI.IS i R s M G BN RO ERL S BT Onsite Company Compliance Portal

Step 1

L Pt Pl RS £ After registering in the Contractor
Management System you will need to
manage your office locations.

To manage your office locations from
the home page, select the “Manage
et e . e : - my Office Locations” tile. You can also

= . D il BB select “Manage My Office Locations”
in the menu down the left hand side of
the page.

< Office Locations
Add+
Office Location Active
Yes
Yes
Total: 2 10 bl 50 100
Step 2

To add a new office location, select “Add’”
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MANAGE MY OFFICE LOCATIONS

Office Location

Step 3

Enter the required details of the office location and select “Continue.”

Name*

Description

<Office Locations

Office Location Active

Step 4

You will now need to provide contact details for the newly created office location. To do this, please click on the name of the new location.
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MANAGE MY OFFICE LOCATIONS

page 33

CCAST LN Step 5
e Please select “Add” for each section of information: Email
- o [ Address, Address and Phone Number.
Step 6
New Email Enter the email address that you wish to associate to this business
location. You have the option to make this the primary email by sliding
) . the “Primary Email” bar to the right.
Primary Email
Please enter a valid email address *



MANAGE MY OFFICE LOCATIONS

Step 7 Step 8

Enter the address that you wish to associate to this business Enter the phone number that you wish to associate to
location. You have the option to make this the primary this business location. You have the option to make this
address by sliding the “Primary Address” bar to the right. the primary phone number by sliding the “Primary Phone

Number” bar to the right.

New Address
New Phone Number

Type*

Type*

e

ke

Primary Address

@ _

Primary Phone Number

Country *
Australia - C)
Address Line 1” Number *

Address Line 2

City/Town * Cancel Save

State/Province * Postal/Zip Code *

Cancel Save
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MANAGE MY OFFICE LOCATIONS

VAT T Step 9

Emi  ma.  levaw

o EEE Once all of the information has been added, select “Save.

< Sydney Head Office Step 10
To view the location’s contact details select “Contacts”
o from the tabs under the location name header.
To edit or view the specific contact details, click on the

name of the contact.

To add a new contact select “Add”
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MANAGE MY OFFICE LOCATIONS

‘ o RN | Ster 1!

Please select “Add” for each section of information:
Email Address, Address and Phone Number. Enter
Bradias - the information required, then select “Save.”

You can make any of these entries the primary
(Ut i information for the location by sliding the “Primary”
e status bar to the right.

Once all of the information has been added, select
((saven

Phune Mumbsrs e

Tuse Fhare Primary
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Pegasus

Powered by Onsite

For questions or assistance please call 1300 306 384
or email bountycookcolliery@pegasus.net.au



